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References 
References are not required in directives.  However, if a document(s) will 
significantly facilitate the understanding of a directive or has a direct bearing on 
the subject matter, references are used.   

 

• Keep to a minimum.  Not every document cited needs to be a reference. 
 

• Avoid unnecessary or complicated references (SECNAV M-5216.5). 
 

• Must be current – no draft documents or those soon-to-be cancelled or previously cancelled 
 

• In reference section, list alphabetically ((a) through (z)) in the order in which they are cited 
individually within the text of the directives cover letter.  Please Note:  each reference must 
be cited within the text of the directives cover letter in the order they are listed in the 
reference section and vice versa. 
 

• Avoid NOTAL (‘not to all’) references.  Use documents that are in the hands of addressees  
or are easily accessible (i.e., via the Internet) (OPNAVINST 5215.17). 
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References 
 

• At least two lines of the “Purpose” paragraph must be on page 1 of all Navy directives.  If 
there are too many references to allow this, continue with the references in an enclosure 
(normally enclosure (1)). 

 Ref:   (a) . . .  

              (g)  

               (h) through (p) – see enclosure (1)  
 

• If there are more than 26 references, continue the identification with (aa), (ab), (ac), etc. 
(SECNAV M-5216.5) 
 

• “Series,” “latest edition,” etc. are not allowed when identifying references; must cite the 
current version. 
 

• The reference(s) of a directive do not become obsolete merely because a revision has been 
issued, and no change to a directive will be issued merely to update such a reference. 

16 JULY 2015 Navy Directives References and Enclosures 4 



References and Enclosures 

16 JULY 2015 Navy Directives References and Enclosures 5 

Lowercase letter in 

parentheses before 

the description of 

every reference 

Three 

spaces 

follow 

the colon 

If more than one 

line to describe a 

reference, please 

align with the 

first word on the 

first line. 
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Citation of References 
 

Refer to SECNAV M-5216.5, chapter 7, paragraph 10d (subparagraphs (1) through 

(18)) from pages 7-7 to 7-10 for citation examples.   
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Citation of References 
 

Navy Notices 

 

 

 

 

 

 

 

 

 

NOTE:  SECNAV/OPNAV directives use 4-digit years since they are permanent Federal 
records.  For the example above, “ . . . of 21 May 2008 (Canc:  May 2009)” 
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Citation of References 

 

Navy Publications 
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Citation of References 
Navy Memos and Letters 

  
• Per OPNAVINST 5215.17, avoid referencing memos and letters because they are considered short-term 

documents. 
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Citation of References 
 

 

 

Department of Defense Directives and Instructions 
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Please NOTE:  these examples for DoD pubs are incorrect in the June 2015 SECNAV M-5216.5.  

Correct citations are: 
 

 DoD 4000.25-R-1, DoD Logistics Data Element Dictionary/Directory, January 1990 

 DoD Manual 5200.01, Volume 3, DoD Information Security Program:  Protection of 

 Classified Information, 24 February 2012 ** 
 

** DoD manuals issued PRIOR to 2007 are cited as “DoD 1234.56-M, (Subject), (Date).”  2007 to present 

are cited as “DoD Manual 1234.56, (Subject), (Date)” 

Department of Defense Publications and Manuals (DoD Pubs (guides, inventories and regulations) will be 

discontinued as manuals upon reissuance) 

Citation of References 
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Citation of References 
 

Federal Regulations 
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Citation of References 
 

Executive Orders 

 

 

16 JULY 2015 Navy Directives References and Enclosures 13 



References and Enclosures 

Citation of References 
 

Chairman, Joint Chiefs of Staff Instructions and Manuals 

 

The Chairman, Joint Chiefs of Staff instructions and manuals are cited similar to Navy instructions:  short 

title “CJCS” followed immediately with term “I” or “M” and then the instruction/manual number and point 

number and, if any, a revision letter  

 

Example: 
 

CJCSI 1001.01A 

CJCSM 3150.13C 
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Verification of References 
• It is the responsibility of the sponsor/originator to have in hand all references of the Navy directives in which they are responsible.  

• To verify currency of references, go to the appropriate official source. For example, all SECNAV and OPNAV directives are listed on 

the DONI Web site.  For NAVAIR directives, go to the NAVAIR Directives Web site, etc. 

• A list of DoD and Navy issuances Web sites are located under "Links" on the DONI Web site. 

http://doni.documentservices.dla.mil/links.aspx 
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Enclosure Standards 
Like references, enclosures are not required in directives.   However, when more 
detailed and specific information is needed that does not belong in the directive 
letter, enclosures will be used. 
 

• Must be identified in the enclosure section exactly as the title appears on the actual 

enclosure, in sentence case (actual enclosure title is in ALL CAPS and underlined) 

 

• As with references, must be listed numerically ((1), (2), (3) . . .) in the order in which they are 

cited within the text of the directive letter AND vice versa - must be first cited in the text of 

the letter of the directive in the order as they are listed in the enclosure section  

 

• All enclosures must be legible and reproducible (this includes all graphs, charts, tables). 

 

• Per SECNAV M-5216.5, enclosing an existing, stand-alone document as an enclosure is not 

allowed in directives. 
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Enclosure Standards (cont.) 
 

• Cannot have a document as both an enclosure and a reference. 

 

• Forms cannot be enclosures to directives unless they are complicated to complete and a 

completed sample is needed (per SECNAV M-5213.1). 

 

• Enclosures to a directive are part of the directive.  When the directive is cancelled, the 

enclosure(s) is(are) normally cancelled as well. 

 

• Enclosures to change transmittals are not marked as “Enclosure (1)” etc., since they bear 

the marking of the directive  being changed.  Although actions for removing obsolete or 

superseded pages, and for inserting pages, are included in a change transmittal, the pages 

are not labeled as enclosures to the transmittal. 
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Two spaces 

follow the 

colon  

 

If enclosure title is 

longer than one line, 

start consecutive lines 

under the first letter of 

the first word of the 

first line of the 

enclosure title 
 

 

 

Use a number 

in parentheses 

before the 

description of 

every 

enclosure 
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Formatting Enclosures 
 

• Title is in all upper case letters and underlined, centered on the top of the first page of the 
enclosure.  For example: 

 

DEFINITIONS AND PROCEDURES 

 

• Whenever possible, should follow the same format and outline as the directives letter, 
utilizing the Navy correspondence/directives outline 

– Margins:  header, top, bottom, left and right are 1”; footer margins are 0.5 inch. 

– Font:  Courier New, font size 12 

 

• As with directives letters, do not include page number on page 1 of enclosures. 

 

• Unlike memos and letters, the enclosure identification (“Enclosure (1)”)  must be on EVERY 
page in the footer of an enclosure, flushed to the right margin. 
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References and Enclosures 

Formatting Enclosures (cont.) 
 

• Unlike memos and letters, the page numbers are on the same line as the enclosure 

identification: 
 

 2 Enclosure (1) 

 

• DO NOT include returns after the enclosure identification (i.e., “Enclosure (1)”) in the footer.  

It causes the enclosure identification to be above the required .5 inch margin. 

 

• When the text of an enclosure runs landscape on the page, the enclosure identification may 

be made to run parallel to the text, and if so, will be placed in the lower right margin of the 

footer and no return (slide 23). 
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Header 

margin  

1 inch 

Footer 

margin 

0.5 inch 

Title in 

all caps and 

underlined 

The page number of 

the enclosure is 

centered and on the 

same line as the 

enclosure 

identification 

No page 

number on the 

first page of 

the enclosure 

Top, bottom, 

right, and left 

margins are 

1 inch 

Enclosure identification 

is flushed to the right 

margin of the footer and 

no return 

Courier New 

Font 12 
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When the text runs 

landscape on the page, the 

enclosure identification 

may be made to run parallel 

to the text, and if so, will be 

placed in the lower right 

margin of the footer and no 
return. 

 



References and Enclosures 

Change Transmittal 
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Changed 

pages are not 

labeled as 

“Enclosure” in 

the change 

transmittal 

Enclosure in 

change 

transmittal 
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REFERENCE   

SCENARIO 
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Enclosures 

 

 

 

ENCLOSURE 

SCENARIOS 
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Questions & Answers 

16 JULY 2015 Navy Directives References and Enclosures 33 



Contacts 

Mary Beth Bowen 

Navy Directives Manager 
• Chief of Naval Operations Staff (DNS-15) 

2000 Navy Pentagon, Room 4E569 
Washington, DC 20350-2000 

• Phone: 703)-614-7582 

• DSN: 312-224-7582 

• marybeth.bowen@navy.mil 

 

Abby Coppinger 

DNS-15 CTR Directives Team Lead 

• Chief of Naval Operations Staff (DNS-15) 
2000 Navy Pentagon, Room 4E569 
Washington, DC 20350-2000 

• Phone: 703-614-7579 

• DSN: 312-224-7579 

• abigail.coppinger.ctr@navy.mil 
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• Chief of Naval Operations Staff (DNS-15) 
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Washington, DC 20350-2000 

• Phone: 703-614-7581 

• DSN: 312-224-7581 

• armin.zotaj.ctr@navy.mil 

 


